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cory
Supervisars 3 December 1956
Trotning Offfcel
mmry -~

3« At the saze time, In order to reduce future work end o simplir
E ) ' ‘
mmmmry pmgmhnma, you will eavelully reviev levels of materisl on tga
acoount and prepare PTI slips for equipment not being used.

b Effective imsedistely, no meterial is to be transforve: lozned
mwé 0 turned _m W stoek without spprovel of the Aning W:e@r. iée
Training Officer will sign 6ll hend receipts, memorandum recedpts, issue
siips and PTY elips. The exceptions to this rule are o8 follows:

;;mﬁ,;@m oy to students or steff for stuldy or other
be removed or provided 1t 1s not to

b. HMoterlel sent to the shop for repeir or overhaul will
bove a work order prepared and a copy of this work cpder will
be retained by the swpervisor wntil the egulrment is retwrned.
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25X1 SUBJECT:  Inventory -

J« While the Training Officer will ressin sz the desigmted
heaponaivle Offiser for this sub-aocount, the individual aperviscrs
will be responaible to him for the proper storage, use, and sccounting
for the equiyment sssigned to thedir units. ‘

5. 'To mssiet you in weking this physloel check the folloving
sugpestiong are offered:

- 8. Fropare your list in pemctil, showing stock mmbers, comlete
&nd accurete descriptioms or vosenclatures, serisl mmibers {(where
spplicebla) and location by room muber of esch item.

be When &1l lists heve been completed they can be consolids
Lyped end duplicated. ’ wed,

The uwdersigned vill bs avallasble at all times to assist yo in
completing this inventory which should be done on the basis of the
higheat priority.

25X1
25X1 za: Accountable Officer
Metribuilion:
1 « ga addrossec
1 = Fea ible Orficer Tile
25X1 1 Chyons
25X1 ewl{3 Dec 19%58)
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